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Catalogers’s Desktop

1. The Welcome Screen

There are 3 ways to access the infobases on Cataloger’s
Desktop. The choice depends on your preference.

2. Infobase by Topics bar: lists the
main categories into which the
infobases are divided.

3. Customized Infobase bar: leads

to an infobase list which you
have customized according to
your own specifications. (This is
done by highlighting and then deleting

any unwanted databases then saving
your changes upon exiting.)
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1. Infobase List bar: shows every
available cataloging tool
(infobase) listed in alphabetical
order.



whiopl {Ghadumi]

[[) B Edt View ook Tpthe window Hep alzlx
Dllu| @l 8| «/+]elm| B
e — | 80 <) 2l e
ﬂ Wecorne o Catilogers DesomClassncaton Fiss
| Catalogrs Tesls avaitabla 2000 lssus 3 ol Catiknpors Deskiep & Closiffetion Pl iI
Classifization and shaMfisting tools MARC farmats "i Pustumized Resurce List
Dascriptive catsloging tools Surfals cataloging tesls Anglomarican Cataloguing fules, Znd adition
-+ Library of Congruss Classification Outline WPDATED
Indexing tools and thasaurl Special materials 1ol B P
Library catalogs Subjest analysis tosls 4 A Goneral Warks UPDATED
Wab resources 7 BEI  Philosaphy. Peyehology UPDATED
-+ BREX  Ruligion: Chrissianity, Bibl NEW
e T for e iy ¥ C Builiary Sciences of History UPDATED
4 B5.0%  History of Asla, Africa, Australla, Hew Zealand, atc. WPDATED
w EF Higinny: Amariea (Westarn Hamisshara) UPDATED
e a Classification for Canadian Hissory Mational Library of Canada)
< H Sudial Stiences UPDATED
=1 < 4 Political Science WPDATED
S T, e [ i T T ] 7k e wraarco
= ¥ K Lawe of she United Kingdom and reland WPDATED
T e — 2 TS R s KDZ, KG-KH Law of the Americas, Latin America and the West Indies MEW
ot 168 B0 1S |Gy [Groum g} w HE Lawe of Canada UPDATED =1
0 B8 Serch (11 Do [B) Documant (F Coriorts = i [ O |
] | ] [ v = vy e o N 3 I

3. | Customized Infobase Lis

[Mecot 1./60 (e 760 0

2. The Different Views

A.

Document

This view displays the entire body of the document on the screen.
(Make sure to have this view selected when exiting Cataloger’s Desktop otherwise
the Welcome screen will not appear the next time you open the program.)

(Click on the Document tab at base of screen.)
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B. |Contents

This view displays a dynamic Table of Contents for each infobase.
Clicking on the plus sign (+) leads to a more detailed level in the headings.
The minus sign (-) will close that section of the headings. Double-click any

heading to see it in the Document view.

D

nts tab at base o

atalnguing Rules [Arad (nly)]

Clk on te Cont

screen.)

Eie Miew Sewich ook Window leb :
Dles| ] L_.ujmjg]__g-bg]r‘m I
a 7| |

[

PART Il HEADINGS, UNIFORM TITLES, AND REFERENCES
EMDICES

U-STYLE INDEX
Amengments
[0 Word Wide Web Resources

v

!H“Sﬂnﬂ!m &m;‘ Documert , % Contents (= Hl.hﬂ Dbipet |
PR o . I— T 58 A [
|Recond 1./ 7 [Hit 070 [Quesy: [Group bopes - Descaplns]
¥ Folio Views - [Librory of Congress Rule Interpretations] =181 x]
([ Fe Vew Search Took Window Help =% =1
O|c|u| Qe 8] | | dS|e@]| | A |=] £|w| &
2002 Priface I |
Irtroducson
* Chapler 1 Gandral Rules for Descnphan
& [ Chapder 2 Dooks, Pamphilets, and Prinled Sheets
% [ Chagter 3 Carographic Materials
% [ Ghapher & Marscripts (rchudng Manuscogl Colctions)
L4 Chapler 5 Music
[ Chapter & Sound Recordngs
% L] Chagler T Motion Piclures and Videorecordings
&
& L Chagter 10 Thewe-Dirnensional Adifacts and Realia 4
@ Chagter 11 Microforms.
> Chapler 17 Senals
% [ Chapter 13 Analysis
<[] Chapter 21 Cholce of Access Points
% L] Chagler 22 Persons
* Chapter 23 Geographic Hames
% [ Chapter 28 Headings for Corparate Bodies
& L] Chapder 25 Uniform Tiles
< [ Chapter 26 Referances
% [ Appendin A Capialzaton
% [0 Appendex B Abbreviadons
b [ Appendi C: Nurmerals
Appendin D) Glossany
#00 Index
% [ Highlights =l
Hsmmm ﬁm,:w:i:am;
b | | | | ] | [l =] ] vy
Pecord: 11728 ki 010 Qe
d’-snnl A o - pcrosodt Outlock |Q‘|¢D~0’hmmso| [560 Folia Views - [Library ... [« @ 2AE mam

LC Rule Interpretations

&% Folin Views - [ISMARE Code List for Geagraphic Areaz [Read (nby)]

(Lifie ¥iew Sesch Tocks Window lich i
Dy @@ ]| slsl#lelm| =]
] 7| wim[=

] GEMERAL INFORMATION :|
STRUCTURE OF THE CODES

ARRANGEMENT OF THE UST

APPLICATION OF THE CODES

CHANGES IN THE CODES

MARC FIELDS IMWHICH CODES ARE USED

CODE MAINTENANCE

RELATED LISMART DOCUMENTS

AT | NAME SEQUENCE

ART Il SODE SEQUENCE

"ART Il PLACES REPRESENTED BY SINGLE CHARACTER CODES
% [] APPENDD{ A CHANGES
[ Wiodld Wide Web Resources

& 5,58 5ot 1 B [ ocumert, % Contenis = it &g 0ot |
i '..5|H| (G 0o Srea] -] «|» <3|f>i |

|Recond 1./14 [Hi 070 |Qusy, o boge - MAFRC]

MARC 21 format
(Geographic codes)

% Folin Views - [Library af Congress Subject Headings |

(Lifie ¥iew Sesch Tock indow lich i
D] Gl ]| ] lm|| =1
a o] [

# | Rellgion In motion piciures =
Religion in poetry

Religion of humanity
Religion of the future
Religion teachers
Religions:
Religions, Comparative |
Religions, Modem
Religions, Universal
Religions (Froposed, untersal, 8t
Religlonsgeschichtiiche Schule
Religlosity
Religious absolutism  (May Subd Geoq)
Religious addiction  (May Subd Geoqy
Religious and ecclesiastical instiutions
Religlous architechure
Religlous art
Religlous art, Christian
Religious art objects
Rellglous articles  (May Subd Geog)

%[ Religious aspects

%] Religous szzemblies =l

!uﬁmm Euowse | (5] Documert , % Contents = Hilit [ Obict |
IR ) = ] sl
Fecord 6138/ 16432 Hi 00 |Qusry: |Groug boge - Subyecl]

LC Subject Headings




(CDhandout-amf Rev:1/2003)



C. [Hit List

This view displays the list of references which appear after performing a
search. Clicking on the hit will bring up the link in the Document view.

(Below are the Hits resulting from a search of the phrase “literary form” in the
MARC 21 infobase.)
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D. |Browse

This view displays 3 panes which include the Contents view, the Document
view and a “reference window” which is always connected to the top of the
Document view. It helps orient you with your search results.

(Contents pane) (Reference window)
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E. |Search

This view displays 3 panes which include the Document view, its corres-
ponding “reference window” and the Hit List view. Each of these panes
can be adjusted to allow more space for the view you prefer.

(Reference window)
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3. Navigating the Infobases

A. Opening New Infobases: If you already have one infobase opened (e.g.,
AACR?2) and you want to view another one (e.g., MARC 21), the easiest way to get back to
the Welcome Screen is to click on “Welcome.sdw” from the pull down menu under File.
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A list of the open infobases, will appear at the base of the Window menu.

338 Folio Views - [Libuaty of Congress Subiect Headings [Head-Dnbll

(D £ Yiw bt Seach Lawout ook Toblo [EETSciml Heb 2]

Dlzle] wiE) &) elsleielm)| S
Tie'

BT Religious fims Cometd =
Religion in poetry Pefrash
BT Poetry
1 gl dmerician Colkograrsg Fudns. [Finad Oriy]
2 MARC 21 Fonmat fos Biblograghic: Diata Plead O]
2 Chassihc ation Scheduls PRFZ MesdOnk]
4 Libay of Congress Subpsct Haadings FeadOnkd
5 Sinpec] Calaigeg Manad Subpec] Hedrg [Read O]

[eligion in the public schools [May Subd Geog)
[LC107-LCIZ0)
Hurri arer wrterind st ks an thee tivaching of viligian andjor Shie presentaion of religious peograms in the pablic schoals & vl as
or thee axsrcize of frendam of religion by sudents and schoal smplayees, Wotks on the inchasion of prayers or a period
of ot prager or medation in the dudly cchadula of pubke schaols are enterad undar Prayer ir the public cchasl:
Works contairing coltectons of prayers fof use in schools are entered under Schooli-Prayers d
UF Bible i the rchocls
BTC ducation

Religiois aducaton
Btiainias acrasin of childrn =l

OB Sewch T Beowes; B Document [ Corterts = Hilst & Oy |
o |ee| [EEEEERERER 00000 <] 4d]e| i

Bi5tont| Finbon - Mirosoh... | BFOCLE Passon 1. | [ Folbo Veews - (.. 883 Desk homdos. | [0 1z

B. Closing Each Infobase: Depending on how many terminals are licensed to
access Catalogers Desktop, you may be required to close an infobase when you do not
plan to use it. Click at the lower “X” (in the gray area) to close the infobase. The upper
“X” is used to close the Catalogers Desktop program.

Note the lower X)
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Navigating (Cont'd.)

C. “Go To” feature: The quickest way to get to the data you want within an
infobase is to hit Control + G, type the term/number/heading you need and then click
the “Go to” box up in the corner:

& Jump destination
Go b
paglnatlor’]

Fagination ;I
Faginations

Fapal bullz

Farallel title

Farallel titles

Farallel titlesindex

||
Farentheses, use of LI

' Becord number

Records in infobase: 15517

Go koo I‘I

D. Buttons & links: There are several ways to navigate between the infobases. The
more obvious features are:

e hyperlinks (words in blue)
e gray tabs: [ s | [ascre] [icei ] [ pers | Lamm ][ oM | _toosiear |
e Previous/Next screen arrows ﬂil

E. Toggling: the Control + Tab keys allow you to jump from one open infobase
to another.

F. Vertical Tiles: It is possible to have two windows open simultaneously to view
corresponding infobases. Choose that option from the Window menu.
To undo the vertical tiles, click the maximize button (&) on one of the windows.

(Tile vertically)
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ediicns of the Bible and some bdingual dictienanies),
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4. Searching

There are many ways to search the infobases and the method you

choose will depend upon how broad you want the search to be and how
much control you want over it.

(Important: Before performing any search, you must know which infobase

Query: This is the simplest search option
since it allows you to use natural
language terms. The results are ranked
in order of relevance in the Hit List pane.

Query Templates: Each infobase has

its own query template (dialog box)
designed to access specific features.

The templates are found at the base of the
Search menu.

Advanced Query: This search provides
the most control.
e All terms must be entered exactly the
way they appear in the infobase
in order to count as a Hit.
e Boolean operators may be used.
e Double quotes (“ *) should be used
for exact phrase searches.
o “Checked branches” corresponds to

the boxes shown in the Contents lisM

o Chapter 1. General Rules for Description

Only those sections checked will be

12

covers the information you need, i.e., a search for a MARC fixed field will not be
successful if you are looking in the AACR2 infobase.)

searched.
Query (F3%)

Query

religion Frev |
st |

Cancel |

Search For

Q

Help | ok |

AACR2 Query Workform

Scope wford Records with hite - 0
Chapter: &

;I Enter & word or ' [ to begin query

Area;

e

General Topic:

Search termns:

Select a limiting term by selecting or entering the name
in the Chapter, &rea, and or General Topic above.

Apply To All Help
ok Cancel |

Use the results map to determine the presence
of hitz within the scope vou have selected.

|Advanced Query (F2*)

l Advanced Query
Wwiord: Riecords with hitz - 128

3335 LI uniform - 478 .,
933 il - 1111 —F 128

Buerny Far:

"unifirmm title'"

Erew |
itl=n |

Apply Todll | Help ok | Caneel |
v

ﬂ J I Checked branches




(*Note: Certain keys and buttons will vary depending on which Windows operating system is used.)
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5. Shadow Files

Folio Views allows you to personalize your own “copy” of Catalogers
Desktop by adding bookmarks, notes and colored highlights to sections
you refer to repeatedly. By creating a shadow file, you create a transparent
overlay for an infobase which permits you to annotate the file without
affecting the master infobase.

Shadow File Master Infobase What You See

prev— re——

The master The shadow file
mfobase contains maslks the master

11 ﬁ aﬁ- 1 "
information. changes. I

The shadow file
only stores the
changes.

A. To Create a Shadow File: (You must
first be in the infobase you want to
personalize.)

e C(lick on File, then New or ﬂ;

e  Make sure the File Type is “Folio
Shadow File;”

e Typein the File Name for the
infobase you are using;

e  C(lick the New button to save the
tile in the Shadow directory.

B. To Open a Shadow File:

You can either click on the open folder

on the toolbar or choose Open from the >
File menu and then select from the

existing shadow files.

14



MNew k

[ 7]x]

Saveim: I {5 Cataloging Tools

a8l d=EE

Enu (CLCRLsdw (L] 50M-5H. sdw
GraphFt (AMARC sdw (] 5CM-Sht s
lcf m Pattern headings. sdw
Nfa (L] P-FZ Tablesd0.sdw
Shadow l:u P Schedule sdw
SACRZ sdw (] 5CM-Class. s

File narme: ||

File ype: | Folia Shadow File

j Cancel

[Hptians...

I

Dlele| wim| 2| €2
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Shadow Files (Cont'd.)

C. Bookmarks: Place the cursor where you want to set the bookmark;

43 Folio Views - [Anglo-American Cxtaloguing Rules [Shadow]]
|:|:|£ile Edit ‘iew Insert Seg Lavout Toolz Table ‘window Help — ﬁ'lﬂ

%ﬁlg @Iml/é‘ || o=

f ¢

?.SEIU. Leaves or pages of plates

[

EED)

Dy at the end of the sequence(s) of pagination,
whether the plates are found together or distributed throughout the publication, or even if there is only one plate. If the

Give the number of leaves or pages of plates (see Glossary, append

numbering of the leaves or pages of plates is complex or irregular, follow(the instructions in 2. 5B8.
246 p., 32 p. of plates
wwi, 249 p., [12] leaves of plates
x, 32, 73 p., [1] leaf of plates
wm, 24 p, 212, [43] leaves of plates
Ifthe wolume contains both leaves and pages of plates, give the

ber in terms of whichever is predominant.

3231, [19] p. of plates
(Contains 16 pages and 3 leaves of piates)

‘AH #if Seach ;- Bruwse).Ducumenll"‘ Cunleﬂls r= HitList fﬂ |l|i:|ac
|Record: 714 /16537 |Hik 070 [Quen:
iaSIalll |ﬂbDH - Microsoft Dutlook | @Folio Views - [Anglo-... @ at Desk handout.doc - M. QE@EE 11:31 A

e C(Click on the Bookmark icon;

e Type in a name for your bookmark in the dialog box;
(Bookmark names may be up to 39 characters long.)

e C(lick the Set button.

Bookmark

Close

Mave

elete

Herame:.

[ L

To view an existing bookmark:
e click on the Bookmark icon (or choose it from the Tools menuy);
e select a bookmark from those listed in the dialog box;
e click the “Go To” button.

To remove an existing bookmark:
e Select the bookmark in the dialog box;
e click the “Delete” button.
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Shadow Files (Cont'd.)

D. Notes: Apply the same steps as for Bookmarks but select the yellow Note icon L
When the note window appears, type in your comments and click on the “X” to close.
When you are prompted to save the changes, click “Yes.”

A yellow Note icon will then appear in the margin of the text you have annotated.

~ 2.5B10. Leaves or pages of plates

To delete a note:
e Place the cursor on the line where the note is located;
e Choose Remove Note from the Tools menu.

E. Highlighting: Like the preceding steps, choose the appropriate icon il in order to
apply colored highlights. You must first select the phrase or paragraph to be
highlighted and then click on the icon;

O Fukio Varws - LAnalo American Cataloguny Riles [Shade]]

L) Ehe Edt Yiew foet Sowch Layod Jook Table Wik Heb STTES
2|a| @ 5| ls]=]=]m| I
e = ¥ | J '|
2 2.5B10. Leaves or pages of plates =
Grve the number of leaves or pages of plates (see Glossary, appendoe ) at the end of the sequence(s) of paginansn, Ll

whether the plates are found together or dustributed throughout a8, oF even s only cne plate. If the

namberng of th ar pages of plates is complext or imegular, follow the instractions in 2 5B

M6, 32 p, of plates

wn, 249 g, [12]) leaves of plates

% 32,73 p., [1] beal of plates
s, 24 p., 212, [43] leaves of plates
If the vohime contains both leaves and pages of plates, give the mamber in terms of 0

2% p, [19]p ofplates
(Contmns 16 pages and § loaves af plates)

7 E5RI1 II"DlI ;l
O S B [ Dement Gt = Tl T O ]
T o tocc - cozcoce R WETC I NEH 1%

Recod 715 /15537 Ma 070 Quen

R Stast | F5]iobos - Miciosokt Dudook. |G Fako Verwrs - fanio-.. | 58] Cat Deck handonk dos -Mi | Nel = REIECY

Choose a color from the dialog box and then click on Apply.

Highlighter | %]
IFedine Cloze |
Temporary

ellow Mew...
Delete |
 Presvio Eename... |
Creen Eormat... |
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